1610 - WAREHOUSE SUPERVISOR
NATURE OF WORK
Respongble clerica and supervisory work in the administration of a centra city warehouse.
ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Supervisesand isresponsiblefor theissuance of tools, parts, fittings, equipment and other storesmaterials.

Oversees the receiving and storing of incoming parts and materials by proper storage layout and location
system in the centra warehouse.

Edtablishes and maintains al centrd warehousing records as required by the city which indudesreceiving
reports, warehouse requisitions, purchase requisitions, perpetua inventory records and reports of any
other records required by the city to maintain a baance of stock.

Prepares and submits monthly and specia reports as required.

Authorizes payments for warehouse merchandise received.

Assigns responsibilities, schedules and plans personnel as required.

Ensuresthat dl warehouse and storerooms are kept in proper condition.

Performs related work as required.

KNOWLEDGE, SKILLSAND ABILITIES

Considerable knowledge of warehouse procedures and methods, and the use of those procedures as
practiced by amunicipdlity.

Knowledge of the nomenclature and use of automoative equipment parts.

Knowledge of the names and uses of hand and shop tools.

Knowledge of building materials and hardware.

Knowledge of the methods and procedures of receiving, recording, storing and issuing materias and
suppliesin volume.

Ability to act as administrator and operator of a central warehouse.

Ability to establish and maintain effective working relationships with vendors and other city employees.

MINIMUM REQUIREMENTS

Five (5) years full-time paid experience in the adminigration and supervison of awarehousing operation.
PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persona contact. Physica capability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,
cdculaor, copier, and fax machine. Normally no sgnificant standing, walking, moving, dimbing, carrying,
bending, knedling, crawling, reaching, and handling, Stting, standing, pushing, and pulling. May assg in
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1610 - WAREHOUSE SUPERVISOR

unloading trucks and lift heavy objects when necessary.

SUPERVISION RECEIVED

Genera assgnments are received from the Procurement Director. Work is performed with latitude for the
use of independent judgment in the selection of work methods and resources and is subject to periodic
review and ingpection of work and through established accounting and inventory controls.

SUPERVISION EXERCISED

Assigns and is respongible for the work of Storekeeper | and I1's, Stores Clerks and clericd assistants,
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